
Please wait... 
  
If this message is not eventually replaced by the proper contents of the document, your PDF 
viewer may not be able to display this type of document. 
  
You can upgrade to the latest version of Adobe Reader for Windows®, Mac, or Linux® by 
visiting  http://www.adobe.com/go/reader_download. 
  
For more assistance with Adobe Reader visit  http://www.adobe.com/go/acrreader. 
  
Windows is either a registered trademark or a trademark of Microsoft Corporation in the United States and/or other countries. Mac is a trademark 
of Apple Inc., registered in the United States and other countries. Linux is the registered trademark of Linus Torvalds in the U.S. and other 
countries.


Western Federal Lands Highway Division
 
DO NOT USE THIS FORM FOR PURCHASES DONE BY SIMPLIFIED 
ACQUISITIONS
PURCHASE CARD E-PROCUREMENT REQUEST FORM 
 Procurement Request No.
Version: 007
Rev: 4/20/2015
FOR PROJECT FUNDS ONLY:
For Example: WA NPS MORA 13(6), Pavement Markings, Mt. Rainier National Park 
NEW PR should be selected  for any new request or for a correction to an existing PR after the purchase has been made/ordered or contractual action has been signed.
 
AMENDMENT TO EXISTING PR should be selected after PR released in PRISM, but before purchase has been made/ordered or contractual action has been signed.
STATEMENT OF ESSENTIAL NEED  ***MANDATORY FIELD*** List purpose for requesting item or service.
   
FOR IT PURCHASES ONLY:
IS THIS PURCHASE AN IT PURCHASE? 
IS 508 CERTIFICATE REQUIRED?
For determination contact Susan Libak
 
***If 508 Certificate required, attach signed certificate to eprocurement request email and preparer will add attachment to PRISM PR.
FOR CAPITALIZED/NON-CAPITALIZED EQUIPMENT PURCHASES ONLY:
Note to preparer: If YES, route PRISM PR to DVANBRUNT as a Reviewer
IS THIS PURCHASE FOR  CAPITALIZED/NON-CAPITALIZED EQUIPMENT? 
For a determination contact Dyan VanBrunt
IS THIS TRAINING? 
***You need to print approved PR, have supervisor sign and give to Karen Conforti.
What office is the Authorized Requisitioner from? If other than WFLHD manually enter
What office is the Fund Certifier from? If other than WFLHD manually enter
Note to preparer: If yes CC David Goosey in the PRISM route and approved PR email.
ARE YOU GETTING A VEHICLE MOVED? 
Use this form for PR's for personal purchase card use, training and vehicle moves. 
ACCOUNTING DATA: ONLY FILL OUT FOR OVERHEAD ACCOUNT NUMBERS. 
                                            FINANCE/PROGRAMMING WILL ENTER FOR PROJECT FUNDS.                                                                                   
PROJECT NUMBER
TASK NUMBER
ORG(ANIZATION)
BUDGET OBJECT CODE
AMOUNT
TAS #
DESCRIPTION OF ITEM OR SERVICE 
Briefly describe the parts or services you are requesting. If you are specifying a
specific part or service item number add "similar to" in front of item number. If no “similar item or service” is acceptable, include a specific reason why in the SOEN .   If the accounting data is the same for all items except for the BOC, identify the BOC in the Item description.  
***Include a 4% transaction fee in your unit price or lump sum amount.
 
QTY
UNIT
ESTIMATED COST  
 
UNIT AMOUNT         AMOUNT
Shipping and Handling
***If there is no S/H enter 0.00.
****If you have more than 5 items, include the additional items in the eprocurement request e-mail, and calculate the Total Estimated Cost manually and enter in the field.
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